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L3i gidi thi€u

Ban mudn c¢6 mdt viéc 1am. Va ban ciing
¢6 cdm gidctin raing § mot ndi nao d6 c6 mot
ngudi chiichti nhan dang cAn mot ngudi 1am
chinh x4c cong viéc ban mudn - mot cdng viéc
doi hdi ding kién thifc va cdc khd niing clia
ban, ciing nhu dua ra nhitng thach thdc va co
hoi thing tién.

DPé€ tim dudc cong viéc 4y, ban can phai 1ap
k& hoach tim viéc mot cich k§ cang va thuc
hién ding k& hoach d6. Ban c6 thé ban di mot
thit - d6 lacoi nhitng ki€n thic, k§ ning, va
kinh nghiém cida ban - tic - 1a chinh ban! - nhu
1a mot san pham can “ban” cho cdc chii nhan!.
Diéu ban cin biét 1a 1am thé& nao d€ ching té
ning lyc cda minh mot cach c6 hiéu qué nhat.
Cho du ban mdi ra trudng hay va dang chuin
bi bt diu motbudc ddu trong sy nghiép cla
minh hay dang tim mdt cong viéc mdi sau 20
nim kinh nghiém, mot s& phuong phap dugc
trinh bay trong tip thong tin nay c6 thé gitip
ich cho ban. Tap thong tin nay dua ra mot s
huéng din vé cdc van dé:

e Biing cdc nao ban c6 thé tim & dauhiéu
thém céc loai cong viéc nao phu hgp véi
kha ndng ctia ban c6 di kha ning ddm
trach.

e Cich thé hiéntrinh bay kién thifc va kha
ning clia ban trong ban 1y lich trich
ngangban 1y lich viéc 1am (resume) dé
ngudi chichti nhan ndi lam viéc tin ring
ban diing 1a ngudi ho dang cin cho cong
viéc do.

e Céach viét mot 14 thu xin viéc sao cho 16i
cudn sy chd ¥ clia ngudi chiicht nhan, lam
cho ngudi chlichli nhan tuong lai mudn lién
hé véi ban.

e (C6 thé tim & diu cdc thong tin vé nhitng co
hoi tim nhitng viéc lam thudc 1anh vyc
chuyén mon cuda ban.

e Lam th& nao dé thé hiéntrinh bay t&t mot
céch hiéu qué nhat cdc ning lyc cla ban c6
trong mot cudc phdng van xin viéc lam.

TVa tip thong tin nay ciing dua ra céc 16i
khuyén vé viéc sip x&p thdi gian, 1am bai thi
sat hach, va rit kinh nghiém tr cdc cudc phong
van xin viéc lam.

Ty danh gia

Budc diu tién trong qua trinh ching t4
nang luc 1a,, ban nén ban nén ty xdc dinh xem
ban minh c6 khd ning lam chinh xdc loai cong
viécnhitng ning luc gi. Ban cin nhé 16 céc 1gi
diémliét ké ra vé cac 1¢i diém vé kha ning va
kinh nghiém ctia minh t trudc dé€n nay; nhu
vay khi gidp mot chd nhan ban sé& biét sin
nhitng 1gi di€ém nao phu hgp cho cong viéc
minh dang xin. d€ ban biét phai chiing t3 cho
chii biét chinh x4c ning luc va 1¢i diém nao
ban co6.

Béng liét ké 1¢i diém ctia ban 12 mot cong
cu co bdn trong qu4 trinh tim viéc lam, bat
chap dé6 1a loai congtim loai cdng viéc gi.
Trong bB4ng ndy c6 cic thong tin ban can dé
soan mot ban 1y lich trich ngangban 1y lich viéc
1am. Bing 1¢i di€m gitip ban biét cich thé
hiéntrinh bay cac nang lyc cia minh trong mot
cudc phdng van xin viéc lam, ddng thdi ciing 1a
ngudn cung cAp chita sin cic dit kién, ngay
thang va nhitng thong tin khiac ma ban c6 thé
can trinh baycung cAp cho mot ngudi chicht
nhan.

Hiy lam theo dan bai trén trang k€ ti€psau
day khi 1ap bang 1¢i di€m. Trén mot td gidy
riéng biét, hay liét ké tat cd cac thong tin dugc
ma ban cho 1a s€ gidp bancé gidp ich trong qua
trinh tim viéc. Sau d6 tir danh sach nay ban c6
thé chon ra nhitng di€ém nao c6 lién quan dé&n
cong vi€c ban dang tim.

1. Qua trinh lam viéc

Hay liét ké tat cd nhitng viéc ban da ting
lam, bao g6m viéc 1am ban thdi gian, viéc lam
tu chd, va viéc 1am vao mua hé. Trong Péi vdi
mdi cong viéc, hily cho biét tén va dia chi cla
ngudi chicht nhian ndi lam viéc, tén cong
viécchitc vuchitc danh, cic trach nhiém cu thé
trong cong viéc, cling nhu ngay thdng ban bt
dau va ngung 1am viéc.



CSau d6 hay ty hdi minh:

Tai thich diéu gi trong mdi cong viéc? Tai
sao?

Tboi khong thich diéu gi trong mdi cong
viéc? Tai sao?

Tai sao tdi khong 1am viéc do6 nita?

Céc k¥ ning va kha ning

Hay ty hdi minh:

C4 tinh t6i Nhd ¢6 nhitng vu di€m nao ma
dé tdi c6 thé 1am xuat sic mot s6 loai cong
viéc nhat dinh? Hay nghi dén céc cong
viéc ban da tiing lam va ciing nhu cic hoat
ddng tinh nguyén ciing nhu cic va hoat
dong & trudng, va c6 ging thanh that vé6i
chinh minh. C6 phdi ban c¢6 nhitngac uu
diém ctia bannhu 13 6c¢ sang kién, tri tudng
tugng, kha ning linh dao, kha ning t8
chic, sin sang lam theo I1&énh cda cip trén,
quan tAm dén ting chi ti€t mot, hay kha
ning lam viéc chung v4i ngudi khac?

Tw cong viéc naoTrong cac cong viéc trude
day, t6i da hoc dugc nhitng diéu ma tdi c6
thé 4p dung vao mdt cdng viéc khictuong
lai? (Thi du, vAn hanh mdy méc, hodc si
dung céc thiét bi viin phong hoic doc ban
thi€t k& nha.)

Hoc vdn

Hay liét ké:

Céc tTrudng nao ban da tiung theo hoc va
cung ngay thang hoc, tén cac khda hoc
chinh, va cdc bing cap ban cé.

Bat cit khéa hoc hudng nghiép, quan su,
kinh doanh, dao tao tai chd, hoidc cic 16p
trén sau trung hoc (cao dﬁng hay dai hoc),
ngay thang hoc, va cac chiing chi ban co.

Sau d6 hay ty hdi minh:

Tbi thich nhAt 16p hoc nao hodc khéa huin
luyén nao? Tai sao?

T6i ghét nhat 16p hoc nao hodc khéa huian
luyén nao? Tai sao?

Bay gid hiy liét ké cdc hoc bdng hoic
danh hiéukhen thudng nao ban dugc trao

cling nhu cdc hoat dong ngoai khda nao
ban da tham gia.

4. Céc sS§ thich, m6i quan tAm, tii ning, va
niing khi€u
Hay ty hdi minh:

e Téi c6 sd thich gi hodc da tham gia cac
hoat ddng tinh nguyén nao?

e Tbi c6 tai ning hoic ning khi€u dic biét
gi? Thi du, tdi c6 thé stta xe hdi dugc
khong? Toi c¢6 thé chdi nhac cu nao khong?
Tbi c6 thé néi dugc ngdn ngit nao khic
ngoai ti€ng Anh hay khong? Tdi c6 thé vé
hoic son gidi hay khong? Tdi c6 khi€u hoc
mon nao nhat?

e Lam thé& ndo tdi c6 thé 4p dung cic lién hé
tai ndng va sd thich cda t6i v6i vao mdt
cong viéc?

Néu ban mdi ra trudng, thi cdc hoat dong
ban tham gia trong trudng c6 thé 1a modt phan
quan trong quyét dinh kha niing lam viéc cia
ban (thi du, né€u ban d 1am viéc cho mot td
bdo hoidc dai vo tuyén cla trudng.) Cho du cdc
hoat dong nay khdng c6 lién quan truc ti€p véi
cong viéc, nhung ban c6 thé dva vao d6 dé xic
dinh xem tai ning va sd thich ctia minh la gi.
(Thi dy, ban c6 thich thé thao, cic trd tiéu
khién, va hoat dong ngoai trdi khong? Ban c6
trdi hon trong nhém c¢6 gidi tranh ludn theo
nhém hay khong? Ban c6 kha niing sip xé&p
chotd chifc mot nhém ngudi 1am mat cong viéc
nao d6 hay khong?)

5. Tinh trang thé chét clia t6i c6 gidi han toi
lam mét viéc nao d6 hay khong?

6. T6icé cin d8i nganh lam viéc hay khong?

7. Tinh trang tii chanh cta t6i cé thécho
phép t6i khong nghi 1am viéc trong bao
lau?

Muyc tiéu nghé nghiép
T nim d&n mudi nim nita t6i mudn lam
cong viéc gi?

e Gid day toi nén tim loai cong viéc gi dé
chuén bi cho muc tiéu d6?



9. Cong viéc t6i mudn lam
Hiy xem xétdua trén tit ca cdc thong
tin trong bang 1¢i di€m clia minh va, va
hay liét ké cac loai cong viéc ban cdm thay
c6 kha niing 1am nhat, ciing nhu cong viéc
ban mudn lam nhat. Hay liét ké céc cong
viéc theo thit ty dugc ma ban ua thich nhat.

Ban cin tim hi€u thém vé cic loai cong
viéc khac nhau. Ban nén dén Ttrung tdm Ph4t
trién Ngudn Nhan Iuc Iowa gin ndi & clia ban
nhat. Trung tAm nay c6 céc thong tin vé céc
cong nganh viéc cong viécnghé dang phat trién
nhanh & Iowa va cdc diéu kién cn thiét d€ lam
cac nhitng viéc d6. Tai phong tu liéu cta trung
tam, ban ciing ¢6 thé vao mang Internet va tim
cdc cong viéc trong S8 tay Tim viéc (Occupa-
tional Outlook Handbook), do BY Lao dong
Hoa Ky xuat ban. Cudn sd tay nay dua ra céc
thong tin m&i nhat vé mot vai trim cong viéc
kh4c nhau. SG tay dua ra céc thong tin cho mdi
cong viécPai v6i mdi cong viéc, bao gdm sd
tay cho biét thong tin vé céc trach nhiém trong
cong viéc, ndi lam viéc, cac niang lyc va sy
huin luyén cin thiét trong cong viéc, cling nhu
cdc co hoi thing ti€n. SE tay ndy ciling thio
luan vé mic thu nhap va modi trudng lam viéc
ciing nhu dua ra cdc cd hoi tim viécnghé
nghiép lam trong tuong lai dugc danh cho
nhitng ngudi thuéc lam nganh nghé nay. Thém
vao d6, sSG tay nay ciing cho ban biét nén cich
tim & dau thém cthém cdc ngudn thong tin khac
v€ cédc nhitng cong viéc ban quan tam.

Thu vién cong cdng gan noi ban & c6 cac
ngudn thong tin hitu ich khac vé céc loai cong
viéc khac nhau. 3 do bBan c6 thé tim thiy cic
sach n6i huéng din vé cdc cong viéc cu thé.

Khi ban 1am xong bang 1¢i diém 13 licthi
ban da sin sang thyc hién buéc k€& tiép - hoic
1a soan thdo mot béan 1y lich trich ngangban 1y
lich viéc 1am, hoic 1a chon c4dc ngudn thong tin
v€ viéc lam. Tuy nhién ciing c6 1& ban da xem
xét tit cd cdc nhan td trong cudc song clia ban
tr trudc dén nay ma ban van chua tra 15i duge
cau hdi: Toi mudn 1am loai cong viéc gi? Cé
thé ban vira mdi ra trudng hoic méi gidi ngii va
chua ban biét rat it vé van dédugc cong viéc
nao phu hdp v6i minh. Ban Hoic cé thé ban da
di 1am r6i nhung mdi quyét dinh 12 ban minh

da di sai dudng va mudn chuyén sang mot
nganh nghé méi. CC6 1& ban khong 1am cong
viéc ndo cé trong may nim lién do trach nhiém
gia dinh rang budc ban. Hoic 1a, vi nhitng 1y do
nao khac, ban vin khong biét chic 1a nén chon
nganh nghé gi.

M6t khi ban da xac dinh duge muc tiéu
nghé nghiép ctia minh, Trung tim Phit trién
Ngudn Nhan luc Iowa sé& cung cAp nhiéu
phuong tién ty ding hodc c6 thé gitp ban soan
thdo ban ly lich trich ngangban 1y lich viéc
1am, huéng din cdch tim va duy tri mot cong
viéc, ciing nhu ¢6 cdc dich vu ki€m tra d€ gidp
ban nhén biét c4c k§ ning, mbi quan timsS
thich, kha ning chuyén va nhu cau dugc huan
luyénnguyén vong dugc hoc nghé ctia minh.
Trung tdm s€ gidp ban tim modt cong viéc phu
hdp véi cac k§ ning va mdi quan tAmsd thich
cua ban.

Soan thdo ban 1y lich trich
ngangbdn 1y lich viéc 1am

Mot ban 1y lich trich ngangban 1y lich viéc
lam (resume) ¢6 hi€u qua khi ban déhiéu qua
c6 thé gitp ban “dit chan vao ngudng cira
cong viéc.” Nho ban 1y lich trich ngang nay,
ban c6 thé dugc goi phdng van ma 1& ra diéu
ndy c6 thé da khong xay ra. Ban 1y lich trich
ngang c6 thé tao cd hdi cho ban dugc goi
phéng van ma néu khong c6 thi chua chic ban
dugc goi.

Béng 1¢i di€ém ctia ban phai thudng bao
gdm tit cd céc thong tin cin c6 d€ soan ra ban
1y lich trich ngangbén 1y lich viéc lam. Gig day
ban phai lua chon, sip x&p, va td chiic cic
thong tin nay sao cho phu hgp nhit vdi cong
viéc ban dang tim.

Viéc dau tién 1a chon cdc dif liéuthdng tin
nao ban mudn st dung dén. Hay ty héi minh:
Nhitng k¥ ning dugc dao tao cling nhu kinh
nghiém nao phu hgp véi muc tiéu nghé nghiép
cta t6i? KVa nhitng k§ nang va kinh nghiém
nao khong c6 lién quan dén muc tiéu dé, néu
c6? Hiy dua ra tit ca cdc chi ti€t thich hgp vé
nhitng cong viéc ban d4 ting lam c6 lién quan



dén codng viéc ban dang hudng dén. Con cic
cong viéc nao khong lién quan thi nénHay
trinh bay ngdn gon hon céc cong viéc nao
khong lién quan d&n cong viéc ban dang can.
Ngudi chiChd nhan tuong lai ctia ban s€ quan
tam rat it d€n cdc thong tin d6khdng can biét
nhiéu vé céc cong viéc do.

K& ti€p ban phai td chifc cac thong tin da
chon. P€ 16i cudn sy chi y clia ngudi chiichii
nhan, ban hiy liét ké cac niing luc gidi nhat
clia ban ngay trong phin dau clia ban 1y lich
trich ngangbén ly lich viéc lam. Hay tu hoi
minh: C6 phai t6i nén dua kinh nghiém lam
viéc 1a clia toi 1am phan quan trong nhit trong
bén ly lich trich ngangban 1y lich viéc lam cla
toi hay khong? Hay 1a ngudi chichi nhan sé
quan tAm hon néu t6i dwa ra dén trinh dd hoc
van va cdc k§ ning dugc dao tao cla toi trude?

Ban c6 thé sip x€&p cdc thong tin vé kinh
nghiém lam viéc theo mdt trong hai cach - theo
cong viéc hay theo chifc ning. Ban c6 thé xem
lai dan bai da chosau ddy va cac ban 1y lich
trich ngangban 1y lich viéc 1am mau trudc khi
ban xdc dinh xem céach nao thé hiéntrinh bay
o nhat kinh nghiém lam viéc cta ban.

Bén 1y lich trich ngangBén 1y lich viéc lam
ctia ban cin phai cu thédua ra di chi ti€t dé
ngudi chiichi nhan ¢é thé nim dudc cic thong
tin cAn thi€t nhim d4nh gid xem c4c kh3 ning
ctia ban ¢6 di kha ndng luc lam cong viéc nay
hay khong. Pdng thdi, ban 1y lich trich
ngangban 1y lich viéc lam ciling phéi dugc trinh
bay mdt cdch sic tich va ngdn gon. Mot ngudi
chichii nhan ban rdn chi mudn doc cac thong
tin can thi€t cang ngin gon cang t6t. Thi dy,
trong phan qua trinh 1dm viéc clia ban, mdt ciu
hoan chinh “Téi ¢6 trach nhiém phan tich bing
liét ké cac khodn chi tiéu cho t8 san xuit,” c6
thé dugc tém tit dudi dang mot ménh dé ngin
bit diu bing mot dong tir hanh dong “Phin
tich bang liét ké cac khoan chi tiéu cho t§ sin
Xuét.”

Né&u ban thich nhiéu hon mot loai cong
viéc, thi ban c¢6 thé chon mot trong hai cach
sau day.

1. Ban c6 thé liét ké cdc loai cong viéc ban c6
kha nidng lam, theo thi ty cong viéc ban

thich nhat. Sau d6 ban soan ra mot bBan ly
lich trich ngang ctia ban can trinh baygdm
tit cd cdc thong tin lién quan dé€n mdi cong
viéc. Nhd vay maBing cich ndy ban ¢6
dugc thé ding mot ban 1y lich trich
ngangban 1y lich viéc 1am ding cho nhiéu
muc dichloai cong viéc khac nhau. Céch
ndy 16 rang 1a c6 vu diém don gidn va
nhanh le. Ban c¢6 thé chuén bi trudc cdc ban
sao ctia ban 1y lich trich ngangbén 1y lich
viéc 1am ndy bao nhiéu ban tiy y d€ khi cin
thi ban c¢6 sin d€ nop.

2. Ban c6 thé soan cic mot ban 1y lich trich
ngangban 1y lich viéc lam khac riéng nhau
cho cdc mdi loai cong viéc khdc nhau. Ban
c6 thé chon cdch nay trong cdc trudng hop
sau:

e BN&u ban mudn tim cdc cong viéc thudce
cac nganh khac nhau (thi du, trg 1y nghién
citu, ngudi viét quing cdo, hodc gido vién
day ti€ng Anh).

e BN&u ban dy tinh ndp don vao mdt s6 loai
cong ty hay t6 chiic khac nhau, thi va cdc
cong ty naymdi ndi c6 thé quan tim dén
cac khia canh khac nhau cia ban. (Thi du,
t6 chifc nay c6 thé chi trong dén cic bing
cAp hoc van nao d6 clia ban, trong khi t&
chifctd chiic thit hai thit hai lai quan tAim
dé&n kinh nghiém ctia ban, va td chiic khac
c6 thé tim hiéu c4 tinh cta ban, ching han
nhu kha ning thuyé&t phuc hoic xt su khéo
1éo véi ngudi khac.)

DPé€ dugc gitp d8 viét mdt ban 1y lich trich
ngangbdn 1y lich viéc 1am xuat sic, hay dén
Trung tim Phat trién Ngudn Nhan lyc gin ndi
& ctia ban nhat. Trong ti€u bang nay, nhiéu
Trung tAm Phat trién Ngudn Nhan lyc c6 mot
phong tu liéu cung cAp cdc phuong tién gitip
ban soan mot ban 1y lich trich ngangbén 1y lich
viéc lam. C4c phuong tién nay bao gdm céc
chuong trinh phin mém dua ra cdc bai miu va
hudng din viét ban 1y lich trich ngangbén 1y
lich viéc lam, cling nhu thu di kém véi ban 1y
lich trich ngangban 1y lich viéc lam, va thu
cam on. C6 sin cdc may vi tinh d€ Ban dudc st
dung phadn mém xt 1y vin ban nay trén cic
mdy vi tinh tai phong tu liéu. Hay ciing nhu @€



soan va in ban 1y lich trich ngangban ly lich
viéc lam cung vdi 14 thu di kem, rdi ddnh fax
cho ngudi chichi nhan. Thudng thi ban khong
phai tra tién cho dich vu ddnh fax nay.

DHudng din 14p dan bai gdi y
cho ban 1y lich trich ngangbin
1y lich viéc 1am

1. Thong tin c4 nhén

B4t ddu véi tén ho, dia chi va s dién thoai
ctia ban. Cac thoéng tin ¢ nhan khac nhu
ngdy sinh va tinh trang hén nhan cling nhw
thong tin vé nhitng ngudi sdng phu thudc
vao ban cap dudng, c6 thé dugc trinh bay &
phan cudi ban 1y lich trich ngangban 1y lich
viéc lam (khong bit budc).

2. D&i tugng cong viéc
Hay chi racho biét loai cong viéc nao ban
dang tim ki€m. N&u niing lyc clia ban phi
hgp v6i mot vai cong viéc khac nhau va
nhung ban chi mu6n soan mot dang viét
mot ban 1y lich trich ngangban 1y lich viéc
lam “da muc dich”, hdy liét ké cic cong
viéc d6 theo thit tw cdng viéc dudgc wa thich
nhat.

3. Qua trinh ldm viéc
Ban c6 thé t§ chiic cdc thong tin nay theo
hai cdch. Hay chon cdch nao thé hiéntrinh
bay tot rd nhat kinh nghiém lam viéc clia
ban.

A. Theo cdng viéc
Hay liét ké riéng mdi cong viéc (cho du
cdc cong viéc ndy cung tr mot cong ty),
bing cach bit ddu véi cong viéc gan day
nhat rdi di ngudc trd lai.

Trong D6i v6i mdi cong viéc, hay liét ké:

e Ngay thang bit diu 1am viéc va ngay
thang thoi viéc

e Tén va dia chi cda ngudi chichd nhan,
cling nhu loai hinhmuc dich kinh doanh cua
cong ty

Ban giit (cac)Cac chic vucong viéc gi ban
ting lam trong cong viéc

Sau d6 hiay md ta chi ti€t vé cong viéc clia
ban:

Céc trach nhiém cu thé trong cong viéc -
ban thuc hién cdc nhiém vu gi, ké ca cic
nhiém vu dic biét ciing nhuva viéc st dung
céc cong cu hoic thi€t bi dic biét.

Pham vi trach nhiém - vi tri cia ban trong
t6 chitc d6, s6 ngudi dudi sy gidm sét clia
ban, va ngugc lai, ban chiu sy quan 1y cta
ngudi khic & mic do nao.

C4c thanh qua dat dugc - néu dudc, hay
cho biétliét ké cac su kiénchi ti€t va con s&
cu thé.

Theo chiic ning

Hay liét ké cac chic ning ban da thyc hién
(tic 1a cac 1anh vyc chuyén mon hay loai
cong viéc, chang han nhu nganh k¥ su,
quang cdo khuyé&n mai, hoic quin 1y nhan
su) ¢6 lién quan dén cdc nhitng d6i tugng
cong viéc clia ban.

Sau d6, hdy mo td ngdn gon cong
viécnhitng viéc gi ban da lam trong mdi
lanh vuc nay., (va dimgKhong cin tich
cOng viéc nady ra thanh cdc cong viéc riéng
1én6i chi ti€t vé ting ndi hay ting chifc vu
lam.)

ma khong can phai di siu vao chi tiét cda
ting cong viéc mot.

Trinh d6 hoc van (N&u day la vu diém
chinh ctia ban cin chitng t3, hiy dit phan
ndy lén trudc phan qu4 trinh 1am viéc.)

Hay liét ké qud trinh hoc van chinh quy
ctia minh, bao gém:

Trung hoc (khong bt budc néu ban ¢
bing cip cao hon), dai hoc, cao hoc, va cdc
khda hoc hay dao tao khac

Ngay tot nghiép hodc ngay thdi hoc

Céc bing cap va chitng chi dugc trao

Céac mdn hoc chinh va phu cling nhu cac
khéa hoc khéc c¢6 lién quan dén doi tugng



cong viéc clia ban

Cic hoc bdng va danh hiéukhen thudng
C4c hoat dong ngoai khéa (néu ban méi tot
nghiép va cac hoat dong nay cé lién quan
dé&n cdng viéc ban dang tim)

. Kinh nghi€m trong quén d6i

Hay cho biét ban da tham giaqué trinh
quén dich nao cda ban trong thdi gian gan
day nhat hoic quan dich nao c6 lién quan
dé&n codng viéc ban dang tim, va cho biét:
Nganh phuc vu va thdi gian phuc vu

Cac nhiém trach vu nghi€ém chinh, bao
gdm chi tiét v& cdc trach nhiém vu c6 lién
quan dé&n cong viéc ban dang tim

Bt cif 1an hudn luyén nao trong quan doi
c6 lién quan dén cong viéc d6 dang tim

Cac thong tin khac

Hiy cung cip céc thdng tin sau day néu
thich hgp véi nganh lam viéc cia ban:
Kién thic ngoai ngir

Céc hoat dong tinh nguyén hay nhiing viéc
hoat dong lam trong ltc rinh rdi

Ciac k¥ ning dic biét, ching han nhu ddnh

mdy, toc ky, hodc kha ning st dung thiét bi

ddc biét

La thanh vién clia c4c t§ chiic chuyén
nghiép nao

C6 bai bao dugc xuat bdn, c6 nhitng phat
minh hoic biing sing ch&

Kh3 niing st dung mdy vi tinh, n€u cé lién
quan dén cong viéc ban dang tim, bao gém
céc loai phdn mém nao viéc ban si dung
dugc mot cich théng thao cic loai phin
mém.

Nhiing ngudi gidi thiéu vé tic phong 1am
viéc cia ban

Hay liét ké tén ho, chic vuchic danh, va
dia chi clia ba ngudi bi€t 6 niing luc 1am
viéc ctia ban. N&u ban mdi t6t nghiép, ban
c6 thé ghi tén nhitng gido vién nao biét rd
vé trinh dd va kh4 niing clia ban trong 16p
hoc. Hiy héi xin sy déng y cda nhitng
ngudi gidi thiéu ndy, va cho ho biét ring c6
thé s& c6 ngudi goi dién thoai cho ho.

Nhitng thi du sau diy cho thdy mdt s6 ciach
t6 chifc thong tin cho mdt ban 1y lich trich
ngangban 1y lich viéc lam. Céc thi du nay
chi dudc dung d€ huéng dan chung ma
thoi.



Bacen lyu loch trich ngangBacen
lyu loch vieac lagm maau

Jane D. Jones

593 Ninth Avenue
Anytown, AL 35204
(515) 422-2824
jdjones@abc.com

POI TUGNG CONG VIEC
Phéng vién, ngudi hiéu dinh

TRINH PO HOC VAN

Standard State University, University City, AL, B.S., cum laudehang gidi, 2000

Chuyén nganh chinh: Bdo chi, Chuyén nganh phu: Tam Iy hoc, C4c khéa hoc khdc: Nhi€p dnh cin ban va
nang cao cap

Danh hi€¢uKhen thudng: thanh vién clia Phi Kappa Phi

Céac hoat dong ngoai khéa: Bién tip vién cia mot tG bao trong trudng dai hoc

b tingTrude d6 1am ngudi hiéu dinh va phong vién.

KINH NGHIEM
Niam hoc 1999-00. Tai University City, lam pPhdong vién cta cho trudng bao Anytown Gazette, Anytown,
AL sang trudng University City lam viéc.

Thang S4u - Thang Tdm 2000. Anytown Gazette. Mic du 1am copy runnerngudi chay viéc vit, téi van
ddm trach mot sd viéc stta bai. Ngoai viéc bdo cdo trongviét bai bdo vé cic cudc hop va viét cdo phé, toi
c6 viét cdc mot loat bai bdo vé mot nhém nghé si trong dia hat va minh hoa hinh dnh cho bai bdo do. Loat
bai ndy dugc ding trén trang dad trén trang bia clia bdo. (Pinh kém theo day 1a mdt ban sao ddn céc bai
ti cit ra tir bdo. Tdi viét cic bai nay cho bdo Gazette.)

Mua heé nam 1997 va 1998. Nhin vién ban hang § Wilder Dress Shop, 215 Main Street, Anytown, AL.
NHUNG NGUGI GIGI THIEU VE TAC PHONG LAM VIEC

Gido suJ.W.Wynn, Khoa Bao Chi, Standard State University, University City, AL 34205

(555) 555-5555

C)ng William T., Ryan, Ngudi hiéu dinh, Anytown Gazette, Anytown, AL 35204 (555) 555-5555

Ba Dora Cohen, Ngudi Pho gido su Trg gidng Mon Bao chi, Standard State University, University City,
AL 34205 (555) 555-5555



Ban 1y lich trich ngangBan 1y lich
viéc 1am miu

Ruth A. Roe

487 Franklin Drive
Woodland, NY 10124
(555) 555-5555

rroe @abc.com

POI TUGNG CONG VIEC
Ngu6i quan thu thu vién phu trach khu vyc tré em

TRINH PO HOC VAN
Hunter College, B.S., 1999, Chuyén nganh chinh: Gido duc tiéu hoc, Chuyén nganh phu: Tam Iy hoc tré em.
Columbia University, M.A., 1994, nganh hoc thu vién.

KINH NGHIEM

1999-2000 Day 16p nim & Trudng Ti€u hoc Woodland Elementary, 231 Ritchie Lane, Woodland, NY. Muc dich chinh
clia 16p nay 1a khuyén khich hoc sinh doc thém céc tai liéu khong duge day trongngoai 16p hoc. P& thyc hién muc dich
ndy, toi trinh bay cdc bing dp phich trong thu vién vé hoi chg sach hiing nim va t8 chiic cdc chuyén di thuc t& tdi cac thu
vién gin d6 dé thuc hién chi dé hoi chd sdch hiing nim; gitip nhitng ngudinhan vién quan thd thu vién 1am viéc ban thoi
gian trong viéc t6 chiic lai khu vyc tai liéu gido duc sao cho d& dung hon va trong hdp din hon; ciing nhu hoc khéa dao
tao vé cach gidi thiéu cdc sdch hay va trong hai nim sau d6 md 16p gidi thiéu vé cdc sach hay cho hoc sinh tai Woodland.

1997-1998 (1am viéc ban thdi gian trong ndm hoc va toan thdi gian vao mua heé nim 1992). La thu ky thu vién tai Thu
vién Bowen, 441 Playford Street, New York, NY. Tim sdch cho khach t6i thu vién va trd 16i cac cau hdi khong thude cac

lanh vuc chuyén mon. Nhan, phan loai sdch, sita sdch, va dit x€p sdch 1én ké.

Mua hé 1997. Lam thu ky trong Hang San xuét Xe hoi (Mobile Manufacturing Company), 24 W. Fifth Street, Woodland,
NY. Lam th€ cho thu ky ctia phé chii tich khi ngudi ndy nghi phép.

Céc mia hé 1995 va 1996. Lam trong trai Highpoint, (Highpoint Camp), Wilson Road, Adirondacks, NY. Day nghé 16p
thi cong va thiét k& trang tringhé thuit cling nhw quan ly 1éu clia cic emodt nhém cdc em nif 10 va 11 tudi.

CAC KY NANG PAC BIET
C6 kha niing doc, viét va néi ti€ng Ty Ban Nha thanh thao. S& dung dudc céc loai thi€t bi thi gidc chi€u hinh (TV,
VCR...) khac nhau.

NHUNG NGUGI GIGI THIEU VE TAC PHONG LAM VIEC
Tién si Margaret Martin, Gido su Nganh hoc vé& Thu vién, Pai hoc Columbia, New York, NY 10027 (555) 555-5555

Ong Wilbur Miller, Hiéu trudng Trudng Tiéu hoc Woodland, 231 Ritchie Lane, Woodland, NY 10123 (555) 555-5555

Ong Walter Snyder, Trudng Quén thi Thu vién Bowen, 441 Playford Street, New York, NY 10009 (555) 555-5555



Ban 1y lich trich ngangBan 1y lich
viéc 1am miu

Jean M. Doe
656 W. 33rd Street
Anytown, lowa 50042

(515) 555-1516
jdoe @abc.com

Cong viéc mudn lam
Thu ky Nhan vién dich vu khdch hang clia trong cifa hang tap phim

Trinh d6 hoc van
Trudng Trung hoc Jefferson, Anytown, Iowa - Tot nghiép v6i danh hi€ukhen thudng: Thdng Nam 2000

Kinh nghiém

Nhan viéngudi ki€m tra tap phamtinh tién
Green’s Grocery, 504 W. Main, Anytown, lowa
Thang Nam 2000 - dén nay

Cong viéc 1aNhiém vu bao gdm viéc quét gid clia cdc mén hang vao mdy cho khach hang ciing nhu . Toi
cling ddnh mdy gia tién vao mdy bing tay va nhip cac phi€u gidm gid cda clra hang va cda cdc cd s& sin
xuét vao may. Gidp khdch tim cdc mén hang va gia tién. Chat hang 1&én k&, don dep so va lam cdc viéc
khdc dugc chi dinh. St dung mdy tinh tién, may quét, mdy cong va mdy dan gid.

Nhén vién ban hang
Bays Video Store, 600 E. Walnut, Anytown, lowa
Théang Tam 1999 - Thang Nam 2000

Lam viéc ban thdi gian trong mot clta hang phim sau gid hoc. Gitp khach hang chon va thué bing ciing
nhu diu mdy video. Vi cdc thong tin clia khach hang c¢6 sdn trén may vi tinh, cong viéc clia tdi thudng
xuyénla nhap s6 hoi vién vao mdy dé€ goi cdc thong tin ndy. Tdi c6 trach nhiém ghi lai mdi sin phdm ban
dugctinh tién cho khdch hang, dong ctta hang, va gdi tién vao ngan hang. Cé nhiéu lic ngudi chiichti nhan
khong c6 trong ctra hang, toi 1a ngudi chiugiao trach nhiém quén ly ctta hang cho t6i khi 6ng ta phai di
ving clta hang nay.

Ngudi giit tré/Vi em
Ong Ba Tién si B. White, 3256 N. Lincoln Drive, Anytown, Iowa
Cac mua he 1998 va 1999

MJdi ngay coi séc ba tré em nhd, bao gdm niu dn va cho hudng dan cic chau lam cdc hoat dong khéc nhau.
Nhan Nhiém vu clia t6i ciing gdbm don dep nha, giit sdy quan 4o va lam coéng viéc quin gia.

Nhitng ngudi gidi thiéu vé tdc phong lam viéc
Ba Alice Schwarz, Hiéu trudng Trudng Trung hoc Jefferson, Anytown, lTowa (515) 555-5793

Ong George Hartwell, Nhan viéngusi Ban hiang, Tone’s Spices, Anytown, Iowa (515) 555-4924
Ong Lyle Olson, Cht Cira hang, Olson’s Electric, Anytown, Iowa (515) 555-6441



Thu xin viéc hoic thu bléu thi su chinh t4, va cidc ddu chAm cAuchinh ta.
p ’ toT 2. Dung gidy tring loai tot khd 8 x 11.

. - . N
quan tdmhoi thim Vé VIéC lam 3. Hay ghi tén ngudi nhan cu thé trong 14
thu ctia ban, néu c6 thé (ding nién giam
Trong nhiéu nganh lam viéc, thong thudng dién thoai hoic cdc ngudn khac).

c¢6 mot céch thong thugng dé yéu cau duge 4. Cho biét chinh x4c loai chic vuj nao ban

phdéng van 13 viét mot 14 thu xin viéc hodc thu dang tim ki€m va tai sao ban ndp don xin

biéu thi sy quan tAim dén héi thim vé cong viéc lam viéc tai cong ty ny.

d6. Piéu nay dugc dic biét can duoc dp dung 5. Hay trinh bay 1 rang, ngdn gon, va c6 to

trong cac trudng hgp sau day: chuc.

6 . Pinh kem mot bén 1y lich trich ngangban

1. Khi ngudi chichti nhan ban mu6n lién hé 1y lich viéc lam.
s6ng & mot thanh phd hay thi tran khac.

2. Thunay di kem véiKhi gt ban 1y lich Cé4c Mbi 14 thu xin viéc sé& khdc nhau mot
trich ngangbdn 1y lich viéc lam cho mot chi cdch dang ké tuy theo ting trudng hop. L4 thu
nhan va can viét thu d€ dinh keém. mAu sau ddy chi minh hoa mot cach viét thu

3. Khi ban tra 16i muc quang cdo tim ngudi loai nay.
lam.

Céc huéng din sau diy c6 thé gidp ban viét
mot 14 thu xin viéc:

1. Danh mdy rd rang va d€ y dé&n, ding chitc
ning ki€m tra ddu chAm cau, ngit phap,

(ngay thang)

Ong Wilbert R. Wilson

Chd tich Hang S4n xuat Kim loai
3893 Factory Boulevard
Cleveland, Ohio 44126

Thwa Ong Wilson:

MGi day, Tién si Robert R. Roberts thudc trudng Pai hoc Atlantic and Pacific da cho t6i bi€t ring cong ty clia
ong dang mé rong viéc kinh doanh budn ban va 6ng dang dinh tim mot ngudi ddm trach chic vu gidm doc diéu
hanh viéc mua ban. Néu dng can mot ngudi gilt chiic vu ndy, kinh xin 6ng vui 10ng xem xét don xin ctlia tdi.

Tu khi bat diu lam viéc dit hang va ban hang truc ti€p cho khach hang, tdi cang ngay cang c6 thém nhiéu
kinh nghiém phong phi ciing nhu cang c6 trach nhiém trong viéc quing cdobudn ban nhitng sdn pham tuong tu
nht sdn phdm trong cong ty clia dng. Trong nhitng nim gin diy, téi dd ddm trach nhiéu cong viéc quing cdo

khac nhau trong 1anh vuc khuy&n mii va qudn 1y chi chét.

Tbi dinh kém theo ddy mot ban 1y lich trich ngangban 1y lich viéc 1am ciia toi d€ 6ng tién xem xét. Toi rat
mong dugc goi phdng van d€ thio luin thém vé don xin clia tdi.

Tran trong,
John W. Doe

Pinh kém
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Céc ngudn thong tin vé viéc 1am

C4 1€ ban be, hang x6m, va ho hang la cac
ngudn thong tin chinh gidp ban tim viéc lam.
Qua cdng viéc hodc cdc mébi quan hé kinh
doanh hay quan hé xi hdi, ho c6 thé biét dugc
nhitng c¢o hdi viéc lam khong dude ding bao
hay quing cdo rong rdi. Nhung tdt nhién Ia ho
thudng chi biét cac thong tin ndy tivé nhitng co
hoi ¢ noi lam viéc ctia hominh, va c6 1€ 1a ti
mot sd it noi khac.

Trong liic ban tim hiéu c4c thong tin véco
hoi viéc 1am tir nhitng ngudi quen biét, ban c6
théciing nén lvu y t6i cdc ngudn thong tin
thong thudngphd bién khéc. C6 rat nhiéu
ngudn thong tin nén Bban phai chon cic cong
viécngudn nao phi hgp nhat véi ban tir nhiéu
ngudn thong tin ndy. Cong viéc d6C4c ngudn
thong tin c¢6 phu hgp hay khong tuy theo loai
cong viéc ban mudn lamtim, noi ban & va ndi
ban mudn 1am viéc, ciing nhu nhu ciu clia
nganh nghé dé clia ban trong xa hdingudi 1am
viéc trong nganh nghé.

Sau day 1a mot s& ngudn thong tin vé viéc
1am. Viéc PBi kém vdi mdi ngudn 1a mot s§ cau
mo td nhan xét ngin gon céc lgi di€m va han
ché& ciia ting ngudn céc dic diém cia ngudn
thong tin d6 c6 thénhim git‘p ban chon cong
viécngudn nio phi hgp véi nhu ciu ciia ban
nhat.

1. Céc Trung tim Phét trién Ngudn Nhan lyc
Iowa

e Hon bat ctt ngudn nao khic, cdc trung tim
nay dua ra nhiéucé sin nhiéu cong
viécquéang cdo tim ngudi lam theo trong
nhiéu nganh khéc nhau nhat.

e Cic trung tAm thudng bBiét vé cic cong
viéc méi dang can ngudi 1am & trong dia
phuong, ngay cd nhitng cong viéc chua
dudc nhitng ngudi chiichtd nhan d6 chua
thong bio cho Trung tAm Phat trién Ngudn
Nhan Iyc Towa biét.

e Ban c6 thé vao xem trang web ctia Trung
tam Phat trién Ngudn Nhan Iuc Iowa (ti€ng
Anh viét tit 1a IWD) tai dia chi
(www.iowaworkforce.org). Trang web nay
c6 phan liét ké cc cong viéc trong khip
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ti€u bang cling nhu ¢6 cdc muc ndi sang
trang web ctia cac cong ty khic trongco
quan khéc thudc chinh quyén ti€u bang.
Trang web IWD dudc ndi véi trang
Iowalobs (Vviéc lam tai lowa), 1a trang
cung c4p cdc thong tin vé cdc cong viéc doi
hoi khd ning chuyén mon trén khip nude
My. Trang ndy ciing chita phd bién thong
tin vé nhitng nganh cong viéc 1am dang
phét trién nhanh nhat, luong trung binh va
cac xu huéng cdng viéctrong thi trudng lao
dong. Trang nay ciing c6 dich vu cho phép
Bban c6 thé ding ban 1y lich trich
ngangban ly lich viéc 1am cung véi thu di
kém 1én dich vu trén mang naymang
Internet.

C6 dich vu huéng din va tham van nghé
nghiép.

C6 cdc ban cAu héi nhiim gitp ban tim hi€u
vé cédc niang khi€u ctia minh ciing nhu cc
bai thi trinh d6 nghé nghiép. Pua ra céc
cudc sat hach vé ning khi€u va mic do
thdng thao trong cong viéc.

Hiing ngay lién hé vdi hang ngan ngudi
chtichi nhan.

Thu thap va dua raphd bién cdc thong tin
vé thi trudng lao dong trong nudc, trong
ti€u bang, va trong thanh phd hay thi tran.
Mién phi.

Cac dich vy tim gidi thi€u viéc lam trong
trudng phd thong hay dai hoc

La ngudn thong tin hitu ich vé c4c cong
viéc thudc lanh vuc chuyén mon.

Thudng cac dich vu nay chi danh cho céac
hoc sinh va sinh vién trong trudng.

Céc muc quing cdo tim viéc lam trong cic
bdo, tdp san chuyén nganh va tap chi kinh
doanhnghé nghiép
Cung cApCho biét vé nhiéu cd hdi viéc lam
cu thé va da dang.

Nhiéu muc quing cdo trong cC4c tip san
chuyén vé 1anh vyc nghé nghiép ctia ban
thudng dua rading nhiéu muc quing cdo
cOng viéc cac cong viéc phu hgp véi ning
luc cda ban.

Nhiéu khi cic muc quing cdo khong cip
du thong tin cu thé Cac thong tin vé mdi
viéc 1am c6 thé khong dd cu thé nén ban



c6 thé khong thé biét dugc 1a ban c6 di
diéu kién 1am cong viéc d6 hay khong.

Khi banBiing cdch phan tich cdc muc
quing cdo nay, ban sé& c6 thé biét dugc
trong khu vuc ban dang G c¢6 bao nhiéu
ngudi lam cac cong viéc thudc lanh vuc
ctia bannhiéu viéc lam ngudi dugedang cin
ngudi mudn lamcing nghé nghiép cta vdi
ban hay khong.

Céc nghiép doan 16n va nhécdng nghiép
va thd cong

C6 toan quyén thué ngudi cho mot s& cong
ty.

M&i cong doan chi dai dién cho mdt s6
cong viécnghé nhat dinh. ¢

La ngudn hd trg hitu ich cho c4c thanh
vién, dic biét 1a nhitng ngudi 16n tudi.

Vin phong Quéan 1y Nhan sy (Trudc day
dugc goi 1a Phong Uy ban Dan cChinh Hoa
Ky)

Quan 1y cdc cong viéc dan sy trong thude
chinh quyén Hoa Ky.

Pua raTuyén dung nhan vién cho nhiéu
loai cong viéc khac nhau thudc cac nganh
chuyén mon, ky thuit, thu ky, thi cong, va
cdc nganh nghé khéc.

Céc chi nhanh cda vin phong c6Tuyén
dung nhan vién cho cac cong viéc &
Washington, D.C. va , trén khip nuéc My,
cling nhu ciing nhu ngoai nudc.

Tiéu chuin cchon ngudi dwa didm trach cic
cong viéc trén kha ning that sy cia ngudi
d6 va; dugc x4c dinh dua theo két qué cia
cac ky thi cling nhu viéc danh gia kinh
nghiém va trinh do hoc van clia ngudi do.
Cic ky thi dudc t6 chifc mdi nim mot vai
14n & cé4c thanh phd trén khdp nudc My.
Céc ky thi chon ngudi dam trach cac cong
viéctuy€n dung nhin vién chuyén mon
(danh cho ngudi mdi budc vao nghé) dugc
t6 chifc tai nhiéu trudng dai hoc va cic
trudng khac.

Phan 16n c4c buu dién va Trung tAm Ph4t
trién Ngudn Nhan luc Iowa c6 cac miu don
va thong tin vé co hoi tim viéc. Ban ciing
c6 thé tim thdy cdcxin thém thong tin tai tir
Vian phong Quan Iy Nhan sy, Washington,
D. C. 20415.
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Céc hing tim vi€c tv nhdn

e Thudng chi chuyén vé mot vai cong
viécnghé nghiép.

e Mot sd noi yéu cAu ngudi ndp don phai

doéng 1€ phi dang ky hodc 1€ phi tim viéc;

céc ndi khac thi thu tién phi ti¥ nhitng ngudi

chlichti nhéan.

7. Phén “tC4c trang vang” trong nién gidm
dién thoai, nién gidm thuong mai, va ciac
danh s4ch do phong thuong mai xuit ban

e Cung cip tén clia nhitng cong ty nao thué
mudn ngudi lam cac cong viéc thudc 1anh
vuc ctia ban, va dua ra cac thong tin hitu
ich khac gidp nop don xin cac cong viéc
do.

Cac hiép hoi chuyén nghiép
R4t ¢6 ich n€u ban dang tim cdc cong viéc
thudc 1anh vuc chuyén mon.

e (6 thé tim danh sich clia c4c hiép hoi nay
tai thu vién.

Sdp x&p thdi gian

Ngay khi tinh trang tai chanh ctia ban
khong bit budcban khong cin tién dén miic
ban phai chéng tim mot cong vviéc 1am, 5t
hon hét 12 ban nén bit diu tim viéc ngay. Néu
ban tri hodn thi ban c6 thé mat co hoi tim dudc
viéc minh mudn lam. Ching han, néu ban vira
mdi ra trudng, ban phai canh tranh véi nhitng
sinh vién mdi tot nghiép khdc, n€u nhitng sinh
vién nay ciing dang tim nhitng viéc lam thudc
lanh vuc chuyén mon cta ban. Hon nita, néu
khodng thdi gian giita lic ban mdéi t6t nghiép
hoic liic ban vira méi nghi viéc dé€n khi nop
don xin mdt viéc lam khac kéo dai qué 14u, thi
ngudi chiichi nhan ¢é thé nghi ring sau mot
thoi gian dai khong tim dugc viéc, ban méi
mién cudng dén xin viéc & viin phong cda dng/
ba ta.

Mot khi da bit diu qua trinh tim viéc, ban
nén xem qua trinh tim viéc day nhu 1la mét viéc
1am toan thdi gian. Nhi€u khi ban tré nén nan
chi trong qua trinh ndy, nhung néu cit kién tri
thi thudng thi thudng ban sé& 1a ban s& thanh
cong.



Sau day 1a céc 15i dé nghi c6 thé gidp ban
sap x&p thdi gian d€ tim viéc mot cach c6 hiéu
qua:

1. Hay chuin bi va bit dau tim viéc ngay khi
ban biét 12 ban cAn mdt cong viéc mdi.

2. Xem qua trinh nay tim viéc 1a mot viéc
lam toan thdi gian. Ban 1am viéc it nhat
40 ti€ng ddong hd mot tudn cho chii cla
ban; ban cling nén danh it nhat bay
nhiéu d6 thdi gian d€ 1am viéc cho
chinh minh.

3 . Mot khi di biat diu qua trinh tim viéc,
dung cho phép minh nghi ngoi.

4. Hay ndp don xin vi€c sém trong ngay
d6 dé€ ban c6 di thoi gian phdng van
(ddi khi ban can phdng van v6i hon mot
nguai), thi clisat hach, hodc lam cac tha

tuc thué ngudituyén dung khic, néu can.

5. Hay dén hen diing gio.

6. Trudc khi ndp don xin viéc § mdt cong ty,
hiy c6 ging tim hiéu xem nén ndp don vao
ngdy gid ndo trong tuin 13 t6t nhat.

7. Hay nhanh chin 1&n! N&u vao cudi ngay
ban dudc biét dugc c6 motvé mot cong
viéc cAn ngudi 1am, hiy goi cong ty d6 dé
xin x&p hen véi chii vao ngay k€ ti€p. C6
thé Ngudi chiichd nhin sé& c6 thé hoin
quyét dinh thué ngudi cho dén khi da
phdéng van ban xong nhim chon ngudi phu
hdp nhat cho cdng viéc.

Phdng v4n xin viéc 1am

CMOot cudc phdng van xin viéc lam tao cho
banla co hoi chiing td tai ning cia minhban.
Trong cudc phdng van, ngudi chichli nhan
danh gia nang luc, ngoai hinh va cic khia canh
chung khac xem ban c6 phu hgp véi cong viéc
hay khong. Pay 1a co hdi khién cho ngudi
phdng van tin ring ban c6 thé 1a mot phan tf
tich cuc trong cong ty.

Ciing quan trong nhu trén, cudc phdng van
tao cho ban co hdi danh gia cong viéc, ngudi
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chiichti nhin va cong ty. Nhd vy ma ban xac
dinh dudgc ring cong viéc d6 c6 phu hgp véi
phuong hudng trong sy nghiép ctia banphu hgp
vdi cong viéc ban mudn 1am va véi nhitng diéu
ban quan tAm hay khong, ciing nhu dé biét
dudc ban ¢6 mudn lam viéc véi ngudi chiicht
nhin nay hay khong.

Du gi di nitaTuy nhién, trudc mdi cudc
phdéng van, ban nén chuin bi tinh than biing
céch cho ring chinh xdc cong viéc ban nop don
nay la cong viéc ban mudn lamty nhd riing
cong viéc dang xin nay la cong viéc 1y tudng
cho ban - bdi vi c6 thé dobiét dau ddy that 1a
cong viéc ma ban dang tim ki€m. D€ thé
hiéntrinh bay mot cdch c6 hiéu qua nhat cic
ning luc ctia minh, ban can chuén bi trude cudc
phdéng van. Ban cin c6 sin cdc gidy td can
thi€t va nén chuin bi sin trong dau cic thong
tin cn thi€t vé ban than ban. Ban ciing nén
biét phai x{f su' ra sao trong cudc phdng van dé
bi&n cudc phdng van nay thanh mot cd hoi
chiing t6 cac ky niang ctia ban mot cach c6 hiéu
qud nhat.

Chu#n bi cho cudc phdng van

e Hiy gom tit c4 cdc gidy td ban cAn mang
t6i cudc phdng van theo thit ty d& tim thay.
Gidy td chinh can mang theo 1a ban 1y lich
trich ngangbén 1y lich viéc lam -- trir khi
ban da ndp trude khi phdng van. Néu ban
chua vi€t xong ban 1y lich trich ngangbdn
ly lich viéc 1am, hay mang theo cdc phi€u
diém ctia trudng, thé An sinh X4 hoi, va
cdc hd sd lam viéc, cling véi tén clia nhitng
ngudi chiicht nhén cii va thong tin vé cic
thdi gian 1am viéc cu thé. (Hiy tu soan ra
mot danh sach néu ban khong c6 gidy to
chinh thiic.) N&u ¢6, bBan ciing c6 thé can
mang theo bt cticic gidy phép, thé cong
doan hoic hd so quan ddi nao ban c6. N&u
céc cong viéc d6 c6 lién quan dén cong
viéc ban dang imN&u trong cong viéc clia
ban, ban ¢6 1am ra mot sén ph?fm nao do,
thi ban c6 thé dua ra mot s6 mau san pham
trong d&€n cudc phdng van (nhu 1a tic phim
nghé thuat hay mau thi€t k& hay mot bai
viét dudc xuit ban).



Hiy tim hiu cang nhiéu thong tin cang tot
vé cong ty phdng van ban -- vé sdn phim
hay dich vu, vi tri trong nganhén cong
nghiép, so viéc va loai viéc dang khuyét
cAn ngudi, va cdc chinh sdch ciling nhu
thong 1€ thué ngudi.

Biét dugcPhai suy nghi d€ biét trude nhitng
diéu gi ban can phai chiing t3 -- trinh do
hoc van va cic k§ ning dudc dao tao, cic
cOng viéc ban tiing 1am, va nhitng gi ban
c6 thé 1am. N&u ban chua viét xong ban 1y
lich trich ngangbén 1y lich viéc lam, hay
xem lai bang 1¢i diém trudc khi t6i phdng
van.

Ph4i bBiét dugc minh mudn 1am cong viéc
gi va tai sao ban mudn lam viéc cho cong
ty do.

Né&u bén ly lich trich ngangbén 1y lich viéc
1am ctia ban khong c6 phan “Nnhitng ngudi
gi6i thiéu vé tac phong 1am viéc”, hiy
chuin bi cung cAp thong tin vésin cic tén
ho, dia chi, va m&i quan hé nghé
nghiépkinh doanh ctia ba ngudi nao (khong
phéi ho hang) biét rd vé tinh cachtdc phong
ciing nhu kha ning lam viéc ctia ban. Néu
ban mdi t6t nghiép, ban c6 thé din tén céc
gido vién ctia ban. Hay hdi xin sy dong y
ctia nhitng ngudi gidi thiéu nay, va cho ho
biét riing c6 thé sé& c6 ngudi goi dién thoai
cho ho.

Hiy tim hi€u cdc mifc luong clia cong viéc
dé trong vung ctia ban dang Gcua cong viéc
ban dang tim.

DPung bao gid din ngudi khic theo trong
cudc phdng van.

Ping d€ viéc gi lam gian doan cudc phdng
van. (Thi du, dirng dau xe tai noi gidi han
thdi gian dau.)

Hay 4n mic nén na. Trdnh dn mic qud

trang trong hodc qud binh thudng.

Khi ban dugc phdng van
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Hay vui vé va than thién, nhung phai td ra
nghiém trang vaphai c6 tic phong chuyén
nghiép.

P& cho ngudi chiichii nhan diéu khién cudc
phdéng van. Ban nén trd 15i thanh that va
ngin gon nhung phai tra 15i hét y va khong
no6i lan man. Tranh nhitng ciu néi gido
diéu.

Hiy uyén chuyén va té thiénanh ¥, nhung
nhd cho ngudi chiichli nhan biét ro vé
nhitng cdng viéc ban mudn lam.

Chuing t6 khd niang cia minh nhung diing
cuong diéu hoau héa. Cac ciu hdi hodc cau
ndi cia ngudi chiichl nhin sé ggi y cho
ban biét loai ngudi nao dugc cong ty can
dé&ndang cAn ngudi nhu thé nao. Hiy nhé
rd diéu nay khi trinh bay cdc ning lyc cda
minh. Thi du, n€u ban dudc phdng van cho
chifc vi k§ su va ngudi chlichti nhan c6 dé
cAp ring ngudi 1am viéc nay can lién hé
vdi khach hang, thi ban hiy nhdn manh bat
ctf cong viéc, kinh nghiém, hodc khoda hoc
nao clia ban c¢6 lién quan dén cong viéc
naygiao ti€p vdi khach hang.

Néu ban chua gdi trude ban 1y lich trich
ngangban 1y lich viéc lam, thi hay trinh bay
ban 1y lich trich ngangbén 1y lich viéc lam
ndy hoic ho so qud trinh 1am viéc, nhitng
ngudi gidi thiéu, cac cong viéc di tiung
lammAu sdn pham, hodc bat cif tai liéu
chiing minh nao khac khi ngugi chiichi
nhan c6 yéu ciu.

Khi thdo luin vé cdc viéc 1am hoic céc
tinh hudnghoan cdnh lam viéc trudc do,
hay tranh phé binh nhitng ngudi chiicht
nhan cii hay ddng nghiép cii.

Durng ban luin vé cic van dé c4 nhan, gia
dinh hay tai chinh cda ban.

Pung voi hoi trir khi ngudi chicht nhan
khuyén khich ban dit cau hdi. Nhung ciing
ding ngai héi nhitng diéu ban mudn can
bi&t. N&u ngudi chiichli nhan nhan ban vao
lam viéc mot cong viéc, nhd 1a ban phai



cAn biét chinh x4c minh cAnhiéu rd phai
lam gi trong cdng viéc docac traich nhi€ém
cu thé clia cong viéc d6. Ban cling nén ban
luan vé céc co hoi thing tién trong cong
viéc ctia ban. N&u Khi ban hiéu rd vé ban
chat clia cong viéc, thi ban hay ngudi
chiichti nhan clia ban s& khong bi thit vong
sau nay.

e Nh6 cho chi bi€t ban mudn dugc trd luong
bao nhiéu, nhung hay dgi dén khi ngudi
chiichti nhan dé cap dén van dé nay. Hay
thyc t& khi thdo luan vé van dé luong bong.

e N&u ngudi chiichd nhan khong néi chinh
xdac 1a c6 nhian ban vao lam viéc hay khong
vahoic cling khong cho biét khi nao sé& lién
hé vdi ban, thi ban hiay hdi xem khi nao
ban c6 thé goi d€ biét k&t qua phdng van.

e Né&u ngudi chlichli nhan yéu ciu ban goi
dién thoai hoic trd lai dé dugc phdng van
ti€p, hay ghi chd ngay gid va noi phdng
van.

e NhG cCam on ngudi chiichti nhin sau cudc
phdéng van. Néu ngudi chlichd nhan cho
ban biét 12 ban khdng dugc nhan, hay héi
xem c6 ndi nao khac ban c6 thé dén xin
viéc hay khong.

Thi sat hach

Mot s8 cong ty ¢ thé yéu cAu ban thi sat
hach @€ hoan tat thi tuc ndp don. Muc dich
thong thudng nhat clia cdc cudc sat hach 1a dé
kiém tra tri thong minh hoic ning khi€u chung
clia ban. Thém vao d6, mot s6 cong ty dua vao
cdc cudc thi sat hach nay dé biét thém chi tiét
vé ning khiéu, c4 tinh va cdc mdi quan tim cu
thé ctia ngudi xin viéc.

N&u ban méi tot nghiép, thi c6 thé ban da
quen 1am cdc bai kiém tra r6i. Nhung néu ban
khong dinghi hoc sau mot vai nam, thi c6 1€
ban sé& lo ling vé qua trinh sat hach. Ban c6 thé
s¢ ring diém sit hach khong thé hién diing kha
ndng thit sy cda ban trong cong viéc. Pung lo
ling vé céc bai sat hach ndy qud nhiéu. Cic
bai st hach thong dung khong yéu ciu ban
phai chuén bi trudc; ban khong cin phdi lo 1a
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phai “nhoi” kién thiic vao ddu minh vao dém
trudc cudc sat hach. Va ciing nén nhé 1a diém
sat hach chi 1a mot trong nhiéu nhan td dudc
ngudi chiicht nhan dung dé xem xét ning luc
ctia ban trong cong viéc.

Trong nhiéu bai thi st hach, ban phai lam
xong bai trong mdt khodng thdi gian nhat dinh.
Trong cac bai thitrudng hgp ndy, ban s& dugc
cho biét trudc ban con dugc bao nhiéu thdi gian
dé 1am xong bai. Hiy c4n thin ling nghe cic
16i huéng din trong bai thi. Néu ban khong
hi€u rd phai lam gi, nhé hdi giam thi. Tuy
nhién ban chi dugcnén hdi trude khi bit dau
1am bai. N&u ban phdi 1am bai trong thdi gian
nhat dinh, thi thdi gian ban bi mat do dit cau
héi sau khi thdi gianbit dau 1am bai bit diu c6
thé€ 4nh hudng nghiém trong dé€n diém ctia ban.
Sau khi bit ddu 1am bai, hiy cdn than va binh
tinh 1am bai. Trong phan 16n céc bai thi, thay
vi danh qud nhiéu thdi gian cho mot ciu hdi,
ban nén lam céc phan con délai trudc, sau d6
quay trd lai 1dam cdc phan khé va doi héi nhiéu
thdi gian.

Mot khi da 1am xong bai, dung ty trach
minh 14 tai sao khong 1am t6t hon. Trix khi dé
thi ¢6 van @é gi d6 1am cho ban khé hiéu, Néu
ban trinh bay bai 1am rd rang, thi c6 1& s& diém
ctia ban sé& vin khong thay d6i néu ban 1am lai
bai. Ban cling nén nhd ring nhitng ngudi
chiicht nhian khong danh gia kha ning cla ban
chi qua bai thi d6 théi -- ma do6 chi 1a mot nhan
t0 gitip ddnh gid kha ning ctia ban.

Sau cudc phdng vin

Hiy xem cudc phéng van nhu 1a mot cd hoi
hoc héi. Sau khi két thiic cudc phdng van, hay
ty hdi nhitng cau hoéi sau:

1. Cudc phéng van ra sao?

e T6i da trinh bay diéu gi khi€n cho ngudi
chiichti nhan quan tim dén?

e Tbi c6 trinh by t6t cdc niing luc clia toi
hay khong? T6i ¢6 bé qua phan diém nao
quan trong c6 lién quan dén cong viéc hay
khong?



To6i ¢6 bd 13 ¢o hdi nao khi chitng t6 ning
lyc cla toi khong?

Tbi c6 tim hiéu tat ca nhitng thong tin cin
thi€t vé cong viéc hay khong? Toi c6 quén
hay ngan ngai hdi vé cdc nhan tdvan dé
quan trong ddi véi toi hay khong?

T6i ¢6 néi qud nhiéu hay qu4 it hay khong?
T6i c6 phdng van ngudi chiichl nhan thay
vi d€ ngudi chiicht nhan phéng van toi hay

khong?

Tai c6 cing thing qui khong?
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e T6i c6 ning nd qua mifc hay khong? Hay 1a
t6i cAn phai ning nd hon thé nita?

2. Lam thé& ndo dé tdi lam tot hon trong cudc
phdéng van k& ti€p?

Co quan IWD 1a co quan la cd sGtheo nguyén
tdc tao co hoi binh dﬁng cd hdi trong viéc 1am
cho nhén vién.

Cung cap cacCac phuong tién va dich vu trg
gidp phu thém c6 thé duge cung cAp cho ngudi
bi khuyét tat néu nhitng ngudi bi khuyét tat ¢
nhucé yéu ciu.
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Putting lowa to Work

“Cung c4p viéc 1am cho Towa”
“Mdt Pugc niém ty hao lam thanh vién ddng ty hio ctia Mang ludi Nhan luc Hoa Ky~



